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CENTRAL INTELLIGENCE AGENCY | 
_ Washington, D. C. | DISTRIBUTED 


DATE 2-8 PP 


SUBJECT : ‘Hospitalization, Surgical and lite Ingurance STOGK /y 


REFERENCE: Reenay Notice Hospitalization ana Surgical ms GARR NO. 
for CIA Personnel | rmomee pe Og 


l. The referenced Agency Notice outlined the new hospitalization and 


‘surgical insurance program to be administered by the Employee Services Staff, 


Personnel Office. The Employee Services Staff is now organized to accept 
applications and subseriptions for hospitalization and surgical insurance 
from all interested _SmRPOvaee : 


2. Employees may contact either their Administrative Officers or. Group 
Collectors (see attached list for the appropriate Group Collectors). The 
Employee Services Staff, Room 1020, "I" Building (Ext. 3168 or 2134), may 
also be contacted between the hours of 10:00 A. M. and 1:00 P. M. Employees 
are cautioned to make no direct contacts with Group Hospitalization, Ine. 


3. Current GHI insurance policies will be automatically tnsnenerecaces: 
the new insurance group. Subscribers are required to turn in their current 
GHI identification cards to Group Collectors so that new cards’ may be issued 
to them. 


4, Applications for GHI policies are being accepted during an initial 
subscription ending 30 April 1953. The following procedures will apply: 


@. Mutual of Omaha (GEHA) subscribers may make application for 
transfer of their policies to GHI between now and 30 April 1953. If 
election to transfer is not made, membership with Mutual of Omaha 
will continue. 


- Present Agency members not possessing hospitalization and/or 
sea e insurance may apply for same between now and 30 April 1993- 


Ce Effective date of new or increased insurance coverage begins 
the first oy of the month following payment of the initial premiums. 


da. Gut rowland are collected ‘in advance of each insured month, 
However, new subscribers are required to pay two months premiums and- 
membership fees of $1.00 for each of the hospital and eurerees policies. 
at the time of “application. 


- @e AlL personal checks must be made payable to. the order of 
Government pms Hontth Association. 
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5, The Personnel Office will inform new.employees entering on duty 
that they may transfer GHI, Blue Cross, and Blue Shield policies (with the 
exception of New Jersey, Connecticut, and Atlanta, Georgia, policies), or 
subseribe to GHI policies within sixty days of their entrance on duty. 


6. The term life insurance policy of the War Agencies Employees! 
; Protective Association (WAEPA) continues to be available to overseas | 
‘ ‘employees and those engaged in overseas training programs. Further informa- 
tion may be obtained from the Employee Services Staff relative to this 
: .  adinsurance coverage. . . ae ae 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: | 


25X1A 


WALTER REID WOLF 
Deputy Director 
(Administration) 
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accompanying notice as a follow-up to CIA Notice 


19 March 1953 


MEMORANDUM FOR: Colonel white 


1. The Personnel Office proposes to have issued the aon 
2 


which announced the new Hospitalization, Surgical and Life 
Insurance Program and stated: that more detailed information 
would be issued later, 


2. I foresee one possible question not covered by this 
notice: What happens to Mutual of Omaha (GEHA) subscribers 
who do not elect to transfer to the new Group Hospitalization, 


' Inc., Program? The answer is that their membership in the 


Mutual of Omaha plan is retained. Perso hat this 
point is adequately covered in CIA | but even . 25X1A 
there it seems to be answered by implication only, rather 
than a clear statement to that effect. 

3. If you believe this point is sufficiently important, 
I can arrange to have it covered before publication of the 
notice. 
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MEMORANDUM TO: Deputy Director (Administration) 


SUBJECT : Hospitalization » Surgical and Life Insurance 


1. Pursuant to paragraph L, Agency Notice Ry Hospitali- 25X1A 


gation and Surgical Insurance for CIA Personnel, dated 16 February 1953, 
_ the attached proposed Agency Notice will inform employees that the Eme 


ployee Services Staff is now organized to accept subscriptions for Group 
Hospitalization, Inc. hospitalization and surgical insurance, as well as 
subscriptions for the War Agencies Employees! Protective Association 
term life insurance. policies. 


2. It is recommended that this Notice be given the widest possible 
distribution. This Office has had complaints from individual employees 
and groups of employees that Agency Notice EMM was not circulated 29X14 
for their attention and information. In this instance it appears that the — 
distribution system broke down at division and branch levels in some com-— 
ponents. It is requested that efforts be made to provide a more thorough 
distribution for the attached Notice. 


— 25X1A 


& We He He MORRIS, JR. 
Assistant Director (Personnel) 
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SUBJECT: 1953 Raster Seal Campaign 


1. The annual Easter Seal Campaign, sponsored locally by 
the D. C. Society for Crippled Children, is now in progress in - 
_ the Washington area, There are approximately 1,600 children 
under the age of ten in Washington who are afflicted with 
cerebral palsy, and, with your help, many of these children 
can receive orce treatment and. training. 


2. The Society ‘Ls supported wholly by voluntary 
contributions, and Agency employees are urged to contribute, 


3. The Personnel Relations Branch (Room 1126, I Building, 


. or Room 227, Central Building) has been designated to receive 
your contributions. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: . Pees, 


WALTER REID WOLF 
Deputy Director 
(Administration) 
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MAR 6 1953 


“MEMORANDUM FOR: Deputy Director (Administration) | 
SUBJECT: — Proposed CIA Notice on Easter Seal Campaign 7 


ae pursuant to your request, the attached CIA Notice has been 

| : , ‘prepared for the purpose of publicizing the annual Easter Seal 
mae | : | 

a oe _ Campaign sponsored by the D. C. Society for Crippled Children. 
Your approval is recommended. . 


29X1A 


W. H. H. MORRIS, JR. 
Assistant Director (Personnel) 
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25X1A NOTICE | ne. oe 10 March 1953 SMX /OO 
od fie eos IEEE. , 
: | Bootes | : Office. Hours of the Acting Inspector General aa 16 tome 

ye? & OID RESCISSION: CIA Notice ME sted 10 senuary 1952 a | 


1. The Acting Inspector General will be in his office, 
Room 10, Administration Building, 2430 E Street, Ne W. ro 
during regular Agency working hours each Monday to hear . 
_ On &@ confidential basis complaints or constructive suggestions 
which have not been satisfactorily handled through normal . 
channels, ef 


7 2. Anyone in CIA, without restriction, will be welcome 
a3 at those times. 


7 oe 3- Advance appointments may be made, if desired, by | : 
| ‘telephoning Extension 680, 


ALLEN W. 7 
Director . | i age 
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| Office Memorandum « UNITED STATES GOVERNMENT | 


TO : The Director %°% | DATE: 9 March 1983 


os 


SUBJECT: Revision of Notice re Office Hours of Of Inspector General 


25X1A 


There is attached a copy of the. current Notice = that of 10 January 


ee - on this subject. 


cea with your approval ae idee Friday, I have prepared 

the attached paves which departs from the substance of the current 
Notice in two particulars: (1) visitors are received each Monday rather 
than every other Monday and (2) a full day rather ,than a half day is 


“opened. - 


The reasons for ‘enoee changes are that (a) in actual practice the al- 
ternate nonangs schedule has not been observed strictly and, aise, I | 
feel that a more frequegnt schedule. is consistent with the "If you 
haven't been handled Baur ehae Oren, through normal channels" concept 
in that if a person has a complaint strong enough to cause him to call 
on the IG it would seem in order HOt to keep him waiting up to two. weeks 
to. eerreee himself; 3 and (b) by opening the full aBy a person is ere to. 


- call, ‘by appointment, during the noon hour. 


| I do not feel that these changes would have ay effect of consequence 


on ‘the volume of calls. 


ae : a Enclosures: : 


1. Copy of Notice — 


20° Froposed face Pee 


 WTE 20 4p 2] 
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DISTBUTED . 
NOTICE 28 February. 1953 
oe 7 | ° 28K1A 


yg, cP OF SUBJECT: 1953 American Red Cross Campaign 


sranksoo™ | a, | 
i . 1. The 1953 Campaign for the American Red Cross will 
: PERRIER NO. _ begin on 1 March and close 31 March 1953. 


sgna Cleary @. As President Eisenhower observed in his letter to 

- Government agencies urging support of the Campaign, "The 

ia American Red Cross is symbolic of the deep concern of our 
Nation for human welfare." The Red Cross is indeed a symbol, 
but it is more than a symbol, it is a means by which each of 

us can give force and effect to our concern for the welfare of — 
others, 


3. It is hoped that Agency personnel will give their 
wholehearted support to this worthy cause. The goal of the 
Campaign in the Washington Metropolitan Area is $1,531,000, 
Keyworkers will be available in each Office to assist in the 
collection of funds, » 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


29X1A 


L. K. WHITE ~ 
Acting Deputy Director 
(Administration) 
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MEMORANDUM FOR: Deputy Director (Administration) FEB 24 1959 


SUBJECT: ———s Proposed CIA Notice announcing the 
. Red Cross vampesen 


Forwarded herewith is a CIA Notice proposed for the purpose 


of publicizing the 1953 American Red Cross Campaign. This issuance 


is in conformance with Agency policy relaeive to fund-raising 
25X1A 
activities as set forth in CIA Notice Saati CIA Participation 


in Annual Puridurateine Campaigns. 


25X1A 


. Be He MORRIS, JR. 
Assistant Directcr (Personnel) 
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OXIA eee . 4 28 February 1953 CgURIER NO. 


CENTRAL INTELLIGENCE AGENCY 
Washington, D... 


SUBINCT : Preparation of Correspondence 


REFERENCE: QOorrespondence Manual, April 1952, Page 31 


In order that ‘the Director and the Deputy Director of 
Cantral Intelligence may Imnow who has prepared and concurred | 
in correspondence for their signatures, one of the two copies 
of all such Lemoenendened forwarded for retention by their | _ | rs 
offices will bear the sisnature and title of the originator. 


end each concurring officer. 


POR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 
Cn, K, WHITE : 
Actins Deputy Director 
(Administration) 
DISTRIBUTION NO. 3 a gray ae gt a me | a | 
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NOTICE | ve 3 | a j 
aA ii 26 February 1953 _ 


Having been duly appointed and sworn, the undersigned hereby 
as ssumes, etfective inmediately , ue duties and responsibilities of 


Director of Central Intellig FENCE » 
25X1A . 


“ALLEN ts, DULLES 
- Director 
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CENTRAL INTELLIGENCE AGENCY _//4ed 2o 8. 

Washington, D. C. ; } _ 
Sas _ Caberrtent, #766 “= TAS 

: a 27 February 1953 ian: 

| NOTICE 3 

| 25X1A 


SUBJECT; Agency Telephone Information Service 


1. The General Services Office will issue a CIA Telephone 
: Directory during the month of April, 1953. ‘The cutoff date for 
i: the April issue will be 15 March 1953. Additions, deletions or 
changes for the directory as reported on Personnel Information 
 95xX1A Cards, Form and received in the Machine Records Branch | 
: through 15 March 1953 will be reflected in the April issue. 


2. Prior to the above cutoff date, each major Agency Office 
will prepare and forward a new consolidated organizational 
directory listing to the Organization and Methods Service for | 
publication in the classified section of the March issue. 


3 The efficiency and accuracy of the CIA Telephone 

Directory, as well as the Telephone Information Service, is 
dependent upon each Office reporting required approved 
organizational listings as well as personnel locator information 


e in accordance with CIA Regulation yy | , O5X41A 
7 FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: | 
| ‘f4 
: fot, SORIA 
. L. K. WHITE 
ge ee Acting Deputy Director 
aes § (Administration) 
. 
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Sechelt. lites | 
6 March 1953 


MEMORANDUM FOR: . Assistant Deputy Director (Administration) 
SUBJECT: ‘Information for Agency Telephone Directory _ 
REFERENCE: OTA Noticqummm ata 27 February 1953 


1. With regard to the referenced notice, it is recommended that 
the Regulations Control Staff be listed in the telephone directory as 
an integral part of the office of the Deputy Director (Administration), 
Similarly, it is recomcended that the Administrative Planning Staff be 
treated in like manner in the forthcoming directory, Specifically, I 
Suggest the following listings for the office of the Deputy Director 


(Admini stration), 
Deputy Director (Administration) . «226 Admin 707 
Assistant Deputy Director (Administration) 226 Admin 717 . 
Audi tor-in-Chief 308 South 470 
Regulations Control Stare 308 South 3297 
Regulations Information — 308 South 793.792 
Regulations Distribution 308 South 3220 
Administrative Planning State 2410 K 3902=3903 


Deputy Director (Administration), Although this may appear to be a small 
matter, it is believed there are worthwhile psychological values in empha 
Sizing this fact wherever possible, | - 9d 


 25X1A : ae "ote os. | a Assistant to the 
oot | » Deputy Director (Admin, ) 
SA/DDA:EDE:mes (6 Mar 53) 
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, NOTICE 
eon a 


SUBJECT: Agency Telephone Information Service 


i. The General Services Office will issue a CIA Telephone 
Directory during the month of April, 1953. ‘The cutoff date for 
25X1A the April issue will be 15 March 1953. Additions, deletions or 
: changes for the directory as reported on Personne] Information 
Cards, Torm EM and received in the Machine Records Branch © 
through 15 Mareh 1953 will be reflected in the April issue. 


@. Prior to the above cutoff date, each major Agency Office | 
will prepare and forward a new consolidated organizational 
direetory listing to the Organization and Methods Service for 
publication in the classified section of the March issue. 


3e The efficiency and accuracy of the CIA Telephone 
. Directory, as well as the Telephone Information Service y is 
25X1A _ @ependent upon each Office reporting required approved | 
organizational listings as well as personnel locator information 
in accordance with CIA Regulation 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


_ Aeting Deputy Director 


: (Administration) 
DISTRIBUTION NO, & 
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| 20 February 1953. 72 4. ve 


SUBJECT: Establishment of the CIA Honor Awards Program 


Reference; Regulation a 


1. In accordance with Regulation —_— dated 20 February 1953 
the Agency may grant honor awards to CIA personnel who perform acts of valor 
or exemplary achievement of the highest order in the national security 
interest. To this end, the CIA Honor Awards Board has been created to set 
the standards for Agency awards, and to make recommendations to the Director 


. for his approval. 


: 2. The principle of recognizing individuals for deeds performed above 

and beyond the call of duty is traditional. Deeds requiring a high order of 
personal courage have been and will be performed by CIA personnel who are 
engaged in the support of United States intelligence activities, Similarly, 

CIA individuals have made and will make singularly important and highly 
significant contributions of a nonvalorous nature to the national intelligence 
effort. Although the anonymity demanded by our profession militates against 
overt forms of recognition, a system of CIA Honor Awards has been established 
which is specifically designed to meet security considerations so that deserving 
personnel may receive special recognition. 


| 3. Submission of Nominations , 


a. Nominations for CIA Honor Awards may originate at any 
administrative echelon, 


b. All nominations shall be forwarded to the CIA Honor Awards 
Board, with endorsement by the appropriate Assistant Director or | 
Office head. Nominations affecting CIA military personnel will be 
coordinated by the CIA Honor Awards Board with the Military Personnel 
Division of the Personnel office. 


c,. Each nouitation shall be acdcupenicd by supporting data, thus 


affording the Board sufficient information on which to base ite 
sidikcipacopes saad 


FOR THE ACTING DIRECTOR OF CENTRAL INTELLIGENCE: 


Deputy Director { © 7h ee © 
Saenger: | OLE ibe a eos 
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25X1A 16 February 1953 
SUBJECT: Hospitalization and Surgical Insurance for CIA Personnel 
1. A-hospitalization and surgical insurance program will be made avail- 
able to all overt and semi-covert Agency employees effective 1 March 1953. The 
new health insurance program will offer the Group Hospitalization, Incorporated 
(GHI) hospital and surgical insurance coverage. | 
2. The following chart indicates the manner in which employees may, or 
will, be affected by the introduction of the revised health insurance program. 
_In order to read the chart, individuals should associate their case or circum- 
stance with the appropriate item in the first column. ; | 
Current status of Action Required . . 
employee with regard to obtain | Notes 
to_insurance coverage insurance 
GHI subscriber . Policies will be auto- Premiums and benefits will re- 
matically transferred main unchanged. Those with 
: : to the new insurance ad- hospitalization coverage only 
: : ministration..New GHI = may add surgical coverage. 
_ identification cards _ 2 . 
will be issued. | 
GEHA subscriber New policies for GHT GEHA policy holders may 
— ( GEHA=""Government Employ= coverage will be issued transfer to the new policy 
ees Health Association", to current GEHA sub with waiver of 10 months . 
a CIA»sponsored insur- — scribers only upon appli- waiting period for maternity, 
- ance plan underwritten cation. GHI rates are tonsilectomy, and pre-existing 
by Mutual Benefit Health higher but provide conditions, except in cases when 
& Accident. Association greater coverage. See the current GEHA policy is 
of Omaha, Nebraska.) Attachment 1, (There is less than 10 months old, in: 


no present time limit which case the waiting period 
within which application will be prorated appropriately. 
for GHI coverage must be os 
made. . 
May make application for The usual waiting period of 
hospitalization, or hos- ten months on maternity, 
pitalization and sur- tonsilectomy and pre-existing 

gical, insurance during conditions with the GHT 
announced periods. policy will prevail for new: a 


No coverage 
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(New employees will be per-~ 
mitted to transfer their 
Blue Cross, or GHI policies 
or apply for a new policy 
as they enter on duty, 
within a 60-day period.) 


A 


subscribers, (The waiting 


period for new employees 


transferring their GHI or 
Blue Cross policies to the 
CIA group is determined by 
the period such old policies 
have been in effect. ) 


3. The Employee Services Staff, Personnel Office, will administer the GHI 


hospitalization and surgical insurance policies for two groups of Agency employees: 


ae Group A subscribers will consist of overt employees (those who may 


indicate CIA affiliation). 


The usual "service" features of the GHI policies 


will apply for this group, i.e., subscribers will be issued the regular CHI 


identification cards. 
doctor and/or hospital. | 


Claims against the policies will be paid by GHI to the 
The subscriber will be billed for the balance, 


he Within the next few weeks the Employee Services Staff will inform all 


Agency personnel of this insurance coverage. 


Posters and insurance brochures will 


be distributed to all parts of the Agency in the Washington area. 


~ Se Since. the Employee Services Staff is just getting organized for this 
large undertaking, all individuals are requested to refrain from calling members 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


“Attachment 


‘DISTRIBUTION NO. 8 
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Deputy Directér 
_ (Administration) 


of this Staff for information, until further announcements indicate that the Staff 


is ready to accept subscriptior . or alter existing coverage. 
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-services covered in full 


THE BENEFITS QF FERED BY GROUP HOSPITALIZATION-MEDICAL SERVICE and THE BENEFITS OFFERED BY 
THE PRESENT PIAN OF GROUP INSURANCE FOR THE MEMBERS OF THE GOVERNMENT EMPLOYEES HEALTH 
ASSOCIATION (Hutual of Omaha policy) 


Hospitalization and Surgical Plan 


No dollar limit - These. 


Unlimited 
- regardless of cost for ies 
21 days each confinemnt 
in hospital, except in wele Sess ae 
maternity cases, plus - , 
180 additional days for 
' . which the plan provides Unlimited 
. an allowance of $5.00 (Those Listed in. 
per’ day. - official Formlaries) 


Unlimited 
(Blood and blood 
- plasma not included) 


(NOTE. For subscribers usi non-participating 
hospital or doctor bere using non-part etc.) the. 


_ GHI policy pays a total of $27) hospital service 


and extras for 21 days. This averages-out to $10 


_a day for hospital services plus 36 for hospital 
. extras. The benefits for the first day are $21. 


With succeeding days the amount of the benefits 


_ decline gradually to the total of $27h. 
Se Limited to 1st ; urinalysis and blood count. 


Greene to a9 a day for 8 days for hospital services 


and hospital extras. Full service benefits for 
ectopic pregnancy, miscarriage. $80 surgical 


‘benefits for normal delivery; $150 surgical benefits 


for Caesarean section; plus anesthesia, x-ray, and 
pathology, if checumabitee ; 


.. $10 to $40 (for each administration of anesthesia. 


No limit on mmber of procedures.) 


$5 to $35 (for. each x-ray. No Limit on number 


of procedures.) 


~ Up to $25 (for each laboratory examination. No 


limit on number of penecaures:) 


HOSPITAL SERVICES 


Seni-private room (cost in 
Washington area $9 to $13.50 
per day). Meals and special 
diets. General nursing care. 


HOSPITAL EXTRAS - 
-Medicines 


Operating room, Cystoscopic 
room, Sterile Tray Service, 
Dressings, Plaster casts, — - 
‘Intravenous sw lutions and in- 
jections, Sera, Analgesic care, 
Recovery room, Oxygen ani use 
of oxygen equipment, Blood 
' transfusions, 


Laboratory Braninations 


SERVICES RELA TED TO SURGERY 


‘Anesthetist 
X-ray 


Clinical laboratory 


ATTACHMENT TO NOTICE 2 


MUTUAL OF OMAHA* : 
Hospitalization and Surgical Plan 


$6 per day for 31 days, except 4 in 


maternity CcaseSe - 
Limited | Included in $30 total for hospital 
.. extras. 
Limited Included in $30 total for hospital 


extras. Specified as x-rays, 
anesthetic, laboratory ESSEs 
operating room, etc. 


Included in $30 total for hospital extras. 


$6 a day for 1) days f or hospital services plus — 
$30 total for hospital extras, including delivery 
room, anesthetic, pathology and x-ray. Surgical 
benefits: 50 for miscarriage, $50 for norml 
delivery, $100 for Caesarean section. 


Included in $30 total for hospital extras, 


Included in $30 total for hospital extras. 


Included in $30 total for hospital extras. 
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X : GHI . 
' . [HUspitalization and Surgical Plan 


The plan offers service benefits that will cover the. 
physician's charges in full (including charges for 
x-ray, anesthetics, and pathology) if the subscriber 
“is a single participant and his income does not exceed 
$3000, or a family participant and his income does not 
. exceed $5500. If the subscriber's income exceeds 


$ 100 Hernia (Inguinal Unilateral) $ 50 
10 Hernia (Inguinal Bilateral) 75 
100 _. Appendectany 100 

Fracture of Spine 50 
75 Dislocation (Hip) 35 
200 Prostatectomy © : 150 
80 Pregnancy (Normal delivery) . 50 
150 Pregnancy (Caesarean) _ 100 
175 Removal of Kidney ; 100 
150 (one side) Mastoidectomy (both sides) 100 
250 Brain tumor or abscess - 150 
50 Tonsillectomy and Adenoidectomy 25 
60" Hemorrhoidectomy ; 2. 


stated A NT AeA treet nhemnamentne ynktenn #9 At geen ne mma partie mmr ron serena rae ten ee ARS AEM OANA Aer EL FUR leme et 


. MUTUAL OF OMAHA 
Hospitalization and Surgical Plan 


The plan provides indemnity payments for the amounts 
set forth in the Schedule of Operations regardless 
of the income of the policy holder. 
from 35 to $150. 


Benefits range 


MUTUAL OF OMAHA 
' Hospitalization and Surgical 
$ 1.60° 


4.75 
6.00 


ag period for new subscribers; there are no waiting periods for these benefits in-the Mutual of Omaha plan. 
Nees!” Fe ee OS Se Se ee eee em, ta ee ee a a a os es Seta we ete ee eo 
a ; . COST PER MONTH 
ss . Hospitalization _ j Hospitalization 
- and Surgical . _only 
($2.70 | : .$ 1.70 Single member only 

6290 | : 3.70 Married member and spouse < 

6.90. . 3.70 Married member, spouse and all children 

6.90 . - 3270 Member and all children, where there is no adult dependent 


5.40 3.40 Member and one child, where there is no adult dependent 
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CONFIDENTIAL | : 

. Security Information taal 19 » 

‘ | : # pede 

ie CENTRAL INTELLIGENCE AGENCY - hee CCS , 
hn 4 a | Washington, D. Cc. ‘ Poe 4, 
a | : 3 Correr Pah eee 
NOVICE , 17 February 1953 “POL 7203 
. 25X1A ; a 
: . SUBJECT: CIA Correspondence System | © 

Forms Control Program Ll —~/0/ 


Printing Advisory Staff 


1. The functions listed below have been transferred from 
the Organization and Methods Service, Office of the Comptroller, . 
to the Record Services Division, General Services Orfice: 


a. The development and maintenance of a standard 


Ageney correspondence system, 

25X1A 

| . b. The Forms Control Program as prescribed in CIA . 

Regulation <e ct a 

| 2. There has been established in the General Services 


Office a Printing Advisory Staff with the following functions: 


. a. To provide technical guidance to all Agency 
components on such matters as format, size, and method 
of printing or reproduction of publications, and . - 


~b. to review distribution requirements and advise 
initiating components thereon in order to insure efficiency 
. and economical use of the Agency facilities involved, 


FOR THE ACTING BIPECTOR OF CENTRAL INTELLIGENCE: ae 


Pee 
| as | 
Prey ete : 
oa 
| | WALTER REID WOLF .“* 
Pod Deputy Director € 4 

. a te _ (Administration) | . ee i 
aes | DISTRIBUTION No. 3 
ey gk foes CONFIDENTIAL : 
: a - Security: Information : 

(ee te aaa 

lass ne 

iS 
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-25X1A ‘NOTICE = | 13 February 1953 


SUBJECT: Washington's Birthday Holiday 


- | ean at ges Be a 6 1088 
: 
: 


Since Washington's Birthday is a legal holiday and 


| : felis on Sunday, 22 February 1953, the following day, 
| : Monday, 23 February 1953, will be observed as the 
| | | ‘official holiday by employees hiss regular rebnieee is 
a | Monday through Friday, Sunday, 22 February 1953, will be 
: observed as the official holiday by employees whose regular 


workweek includes Sunday, Only such employees as are 
necessary for the maintenance of essential operations shall 


‘be required to remain on duty. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


; 25X1A 
WALTER REID WOLF, 
Deputy Director 
| | - (Administration). 
| eo DISTRIBUTION NO. 4 - | 


fd 
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FEB 10 1953 


| _ MEMORANDUM FOR: Deputy Director (Administration) 
Lo te FROM: _ Assistant Director (Personnel) 
| SUBJECT: Legal Holiday on 23 February 1953 


| 1, CIA Regulation MN subject: "Time, Leave and Pay", 
dated 6 January 1952, provides that if a Legal Holiday falls on 
. Sunday, the following Monday will’ be officially observed as the 
ae holiday by employees whose regular workweek is Monday through — 
Friday. Sunday will be observed as the holiday by employees whose 
BS regular workweek includes Sunday. 

2. Since Washington's Birthday is a legal holiday and falls 
on Sunday 22 February, attached is a proposed Notice advising . 


| : 
aes Agency personnel that Monday, 23 February 1953, will be officially 
: Observed as a legal holiday. | / 


25X10 | | WW. H, H, MORRIS, JR. 
Assistant Director (Personnel) 


Attachment 


is 

8 4 bean | i 

teed yy a ae i i 
witht y AUS A ans ! 
oe by / 


& nye i : a i 
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Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE . _ 10 February 1953 


25x10 a 


SUBJECT: Notifications of Employee Emergencies 


iatusatouties and operating officials of the Agency are 
responsible for immediate’ advising the appropriate Personnel 
Relations Branch of the Personnel Office in the event of serious 
illness, injury, or death of Agency personnel. All. pertinent infor- 
metion relating to the nature and circumstances attendant to the . 
emergency which is obtained initially and/or subsequently will be 
supplied. Each member of the Agency shares in responsibility for 


informing appropriate officials of such occurrences, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


29X1A 


Deputy Director 
(Administration) 


DISTRIBUTION NO. 4 


» RESTRICTED 
Security Information 


25X1A 
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; Washington, é : of 173° 20F 
25X1A NOTICH “Jecod? cai’ - 16 January 1953 
: a pabsbag 71.25 FM 


“SUBJECT: Composition of CIA Career Service Board 


25X1A_ RESCISSION: Paragraph I A of Tab ie and Schedule A of CIA Notice 


HS tetcd 19 June 1952 


lL. he CIA Career Service Board will be composed of the 
following members : 


Permanent Members: 


: Deputy Director (Plans) or Deputy 

. . Deputy Director. (Intelligence) or Deputy 
Deputy Director (Administration) or Deputy 
ae Director of Training or Deputy 

Assistant Director (Personnel) or Deputy 
Assistant Director for Comuunications or Deputy 


Rotating Members (two at any one time for terms of 
six months each): 


Assistant Director for Current Intelligence . 
Assistant Director for Collection and Dissemination 
Assistant Director for Operations 

Assistant Director for Seientific Intelligence 
Assistant Director for Research and Reports 
Assistant Director for National Estimates 

Assistant Director for Intelligence Coordination 
Chief, Foreign Intelligence Staff 


Chief” of Administration, Dn/P | ea te. “i 

Executive Secretary - Ronvetine 
@, Four members of the Board will constitute a quorum. If a | * as. 
member can not be present, he may be represented by his Deputy. The a 
Board will: hold scheduled monthly meetings , and agenda and minutes of . 
meetings will be distributed to all persons listed above. i 


FOR THE DIRECTOR OF CEWERAL INTELLIGENCE: 


ee ee | es iT HEID: WOE 7 
DISTRIBUTION NO,°3 cy, tet foe Deputy Director 
Pee, an ak hos Be (Administration). 
6 SECRET Se ee 
‘Security Information 
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SECRET 

: . Security Information 

7 | CENTRAL INTELLIGINCE AGENCY 

. . Washington, D. C. 

‘ WOTTCS 16 Jamary 1953 : 
25X1A ? 


Bone. 2 1, EE s<istant Director for 
Communications, is annointed a permanent member of the CIA Career 
| Service Board. 


ih 
appointed a member of the CIA Career Service Board for the period ending 
30 June 1953, vice Mr. James M. Andrews, Assistant Director for Collection 
and Dissemination, whose term expired 31 December 1952. 


2. Hr. Sherman Kent, Assistant Director for National Estimates, is 


3» The above appointments are effective with the issuance of this 
Notice. 


7 FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


WALTER REID 
Deputy Direc 
(Administration) 
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: to EO ADEE Oo 
| CENTRAL INTELLIGENCE AcuNCY pf Ace” BB /Co/?* 

; Washington, D, C, ee ee 

' 


p nea | Pile 
: | 7 


General Walter Bedell Smith having assumed his duties : 
as Undersecretary of State, the under igned hereby assumes 
q A %. 

| the duties and responsibilities of Acting Director of 

| ; : . 

_. . Central Intelligence, effective immediately, - é 
|| 28x18 , 
| ALLEN Wy DULLES H 
te kete | 
i { 
i i 
| | | 
! | DISTRIBUTION No. 3 : 
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Washington, D. Cc. a BPlOoCMw=— «ZZ 
| bch tips 50/0 - 
NOTICE | 9 February 1953 


SUBJECT: Personnel Evaluations in Cases of Reassienment: 


1. Simultaneously with the granting of a statement of 
avaliability of any Agency employee grade GS-7 or above, a narrative 
evaluation shall be prepared by the immediate supervisor for 
inclusion in the offietal personnel folder. ‘his narrative will 
be used as a guide by any interested office in determining the : 
employee's suitability for any proposed action. This evaluation : 
should include specific comments on at least the following points: ap ae 

&. Knowledge of the job being pertiormed 

b. Judgment in arriving at logical and workable solutions 

c. Dependability, not only in being on the jeb,-but. in 3 

. accomplishment of assigned tasks within reasonable 
deadlines 

ad. Stability under pressure and abllity to adjust to 
changing conditions or circumstances’ 

€. Imagination, initiative, and oviginality 

f. Security consciousness . 

&» Tact and diplomacy in dealing with others 


_ ®, The narrative evaluation must be signed by either the Chief 
or a designated senior official of the gaining unit to confirm his . 
understanding of the evaluation material. The Personnel. Office will 
not approve the official transfer action unless the siyned narrative 
evaluation is included in the official file or attached to Standard 
Form 52 requesting the transfer, . . 


3. In addition to submitting narrative evaluations with the. 7 


statement of availability of any Agency employee grade GS-7 or above, : 


an evaluation will be prepared and Similarly handled in the case of . ( 
any employee, regardless of grade, where there has been any evidence 
of unsatisfactory performance or derogatory information, 


4, This action is required only in cases of interoffice, staff, 
or DD/P area division transfers; intradivision or intrastaff 
transfers require no narrative evaluation, . 


LISP ROR EY Rat CT eee ire ira ne Rint ne Serene tame tt Aaa an tea aR A DoE nT go eae tr IRs iets org dee ite 


or cee ee 


FOR THE DIRECTOR OF CENTRAL INTELLIGENG! 25X14 


WALTER REID WOLF 
Deputy Director 
- (Administraticn) 
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as ; | Security Information 


6 February 1953 


MEMORANDUM FOR: Deputy Director (Administration) 


| SUBJECT: Personnel Evaluations in Cases of Re- 
assignment 


REFERENCE: Memorandum, same subject, dated 5 February 
(1953, from the AD(Personnel) . 


| aa | 25X1A" 
While concurring in the principle of proposed ay _ 

‘I recommend that the following comments be considered prior to 

issuance; | 


a. The proposed notice should be considered by the CIA 
Career Service Board if such consideration has not already been 
effected. a 


b. With reference to paragraph 2, first sentence, I suggest 
| the addition of the following '** to confirm his understanding 
cre of the evaluation material." 


~, 4 c. The narrative evaluation covered by the proposed te | 25X1A 
25X1A MMB might well be keyed to the present Agency Personnel Evaluation 
Report and represent a supplement thereto. 


a 
7 25X1A, 
| 
i 
| 
| | 
| Assistant Director for Communications 
he 
i 7 
1 i 
| 
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5 February 1953 


MEMORANDUM FOR: “Deputy Director (Intelligence) 
Assistant Director (Communications) 
Director of Training 


SUBJECT: Personnel Hvaluations in Cases of Reassignment. 


le As a result of recent conversations Betues the DDCI 
and CA0/DD/P, the CAO has developed a proposed Agency Notice, 
subject as above, copy of which is attached hereto. The DDCT 
- has expressed the desire of having a procedure initiated imme~= 
diately. 


2. The DD/A has requested that you review the proposed 
Notice and submit your comments and/or concurrence to him not 
later than Roney 9 February 1953. 


29X1A 


W. H. H. MORRIS, JR. 
ssistant Director: (Persome1) 


1 attachment 
Cy proposed Notice, 


42 i iS. rout 


Sen! 


~ Security’ infrtatin 
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| =H FEB 1953 
MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: Personnel Evaluations in Cases of Reassignment _ 


1, The attached proposed Notice was developed by CAO=DD/P at 
the request of the D/DCI. Mr. Dulles has expressed the desire of 
having the procedure initiated immediately. 

2e Copies of the proposed Notice have been transmitted to w/t, 
AD/C, and Director of Training for comments and/or concurrence to 
you not later than Monday, 9 February 1953 Copy of my memorandum 
to each of them is attached for your information, 


295X1A 


Ne He He MORRIS, JR. 
ssistant Director (Personnel) 


2 attachments 
1 ~ Proposed Notice: 


2 = Cy memo to DD/I, apie and n/m 
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: CENTRAL INTELLIGENCE AGENCY we a , 

a Washington, D, C. 5 Ne Meet sag FR yy fcr 97) 
_ NOVICE —— oh February 1953 

Zo = | 

: SUBJECT: Review of the Agency's 195. Budget 

: l. For the information of all concerned, there is attached a : 
ie copy of a letter whieh was sent to the Secretaries of the Depart- : : 
: ments of the Government by the Director of the Bureau of the : 
: Budget requesting a review of the 195}, budget, } 
i 2. The provisions of this letter will be the subject of | 
e discussion at the meeting of Assistant Directors with the Director : 
P on Monday morning, 9 February 1953, . i 
: 36 It will be noted that the following over-all policies ‘ 
iy have been emphasized: ; 
: 7 | 
: a. With respect to personnel: To reduce the number of ; 
i Government employees by restricting the hiring of additional : 
: personnel, 
i b. With respect to construction: To proceed only with : 
: those projects which are deemed clearly essential in terms ‘ 
: of the objectives of this Administration, and on such. 
: projects to employ the strictest standards of econony, - 4 


C. With respect to all programs; 
minimum level of cost and expe 
hecessity for all work and eli 
and holding the remainder to im 


To operate at a 
nditures by questioning the 
minating unnecessary programs 
inimum levels, 


| 4, The attachment refer 
ment was not duplicated as it 
not to individual offices, 


red to in paragraph 10 of the attach- 
applies to the Agency as a whole and 
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‘FOR THE DIRECTOR oF CENTRAL INTELLIGENCE: 


Le Kk. WHITE ~ 
Acting. Deputy Director 
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EXECUTIVE OFFICE OF THE PRESIDENT 
BUREAU OF THE BUDGET 
Washington 25, D. CG. 


February 3, 1953 


My dear Mr. Secretary: | , a | | 


One of the first and most important tasks of our new administration is 
to review the 195 Budget and to proceed toward the accomplishment of a 
balanced budget. a 


This review will take the initial steps toward that goals; will estab- 
lish in definitive form how far we can go in that direction in the fiscal 
year 1954; and set the stage for the fiscal year.1955. It should help to 
identify issues that will be significant in the formulation of the budget 
for that year. | 


i _ The problem is complicated by inheritance of the costs of a Federal 

i debt of more than $265 billion; indicated deficits for the fiscal years 
1953-1954 totaling $15.8 billion; and accumulated unexpended balances of 

appropriations .in excess of the total new obligational authority requested 

for fiscal year 195). "7 . 


. It is clear that this situation will not be brought under control with- 

> out action to reduce budgetary obligational authority, reduce the level of 

; expenditures, critically examine existing programs, restrain commitments for 
new programs, and generally to drive for greater efficiency and reduced 

costs. Lig ale aoe Ai 7eee* 


| In this review the policies shall be as follows: 


_ With respect to persorinel: It is the policy to reduce the 

‘ number of Government. employees. .Each department or agency head 
shall immediately restrict the hiring of additional personnel. 
Pets, No vacancies shall be filled until the department or agency head 
le _ Shall have determined to his satisfaction that: 
lin gle The positions represented by vacancies cannot be 
yee eliminated. a oe : eh, Bains a 
b. Existing employees cannot-be shifted to cover the ~ 

vacancies, . Ee 2 


Ge’ Increased efficiency, better utilization of per- 
_ sonnel, or changes in standards and policies of 
department or agency operation will not make 
_ possible the attainment of a ani b above. 


i 

| 
a i : 
! 
|. 
t 

j 
es 
H 

ee 

{ 
ae 


7 ge 
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_ to minimum levels. Each department and agency head is therefore 


in the 195). Budget. revision procedureand in the preparation of sub-. 
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It is the policy to achieve a progressive reduction of 
personnel for the remainder of the fiscal year 1953 and for the 
1954 Budget. Variations from this policy, as applied to individ- 

ual departments and agencies, will be granted by the President in 
his review of the 195) Budget only upon specific request and ade- 
quate justification by the department or agency head, 


With respect to. construction: It is the policy to proceed 
only with those projects which are deemed clearly essential in 
“terms of the objectives of this administration and on such proj- 
ects to employ the strictest standards of economy. Each depart- 
ment and agency head is therefore directed to: | 


/ & Review all proposed or authorized construction 
projects on which work has not yet begun, and to 
propose initiation of construction during the re- 
mainder of the fiscal year 1953 and the fiscal 
year 195) only on those projects which he deter- 
mines meet the above criteria, 


Db. Review all going construction projects in the 
light of the above criteria and take such action 


as he may deem appropriate, including action to 
stop the work. 


With respect to all programs: It is the policy to operate 
at a minimum level of cost and expenditures. This policy requires 
that the necessity for all wrk be questioned and that action be ; 
taken to eliminate unnecessary programs and to hold the remainder 


directed to: 


a. Permit no increases over the January rate of 
obligations except on complete justification 
and Specific. approval, unless such increases 
are clearly necessary to meet requirements 
fixed by lew. | : 


b. Initiate an immediate review within his depart- 
‘ment. or agency calling for recommendations on 
the downward adjustment of program levels and 


for information as to the probable effect of 
such adjustments. on Government services, __ 


The results of these reviews should be used wherever possible 


missions for the 1955 Budget... L 
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You are expected to translate these guides into proposals for specific 
revisions of the budget figures for your department or agency and to trans- 
mit them to this office in the form indicated in the attachment. Your pro- 
posals should be received by this office on or before March 2, 1953. 


Pending the receipt of your recommendations and the President's decisions 


- on proposed revisions of the 1954 Budget, any significant deviation from these 


policies and criteria shall be reported to the Bureau of the Budget. 


Your recommendations pertaining to the 195 Budget alg@ should indicate 
the possibilities of making further changes in subsequent budgets where you 
propose that legislation now in effect be amended or repealed. Where your 
budget review indicates the desirability of a change in legislation, a draft 
bill or other proposal for action should be submitted for appropriate clear- 
ance as promptly as possible. pa 

Legislative proposals, originating either in Congress or in your depart- 
ment or agency, which would affect financial requirements of your department 
or agency, should be reviewed in the light of the budget policies set:forth 
above. 


The recommendations which you m&ke in response to this letter, like all 
other budget estimates, are in the nature.of advice for the President, and 
are highly confidential prior to the time that the President formally has 
acted thereon. ; ; 
Sincerely yours, 
- (Signed) Jos. M. Dodge ! 


Director 


The Honorable 


The Secretary of 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


RECORD COPY 


: NOTICE . 2 February 1953 . ie 
» 25X1A =e 


SUBJECT: Changes in CIA Regulations . oe 4 


t ' For your guidance in maintaining manuals of 
i .CIA Regulations, the following list gives the 
Regulations published during. the period 1 January 
through 31 January 1953. 


CIA REG. TITLE | PAGE NOS, _DATE 
‘Index | | a a 1 Jan. 1953 | 
 25X1A Soe, , 


es 


29X1A 


° 


WALTER REID WOLF,“ 
Deputy Director? 
(Administration) 


DISTRIBUTION NO. 3 


Security Information. i ae 


oe 
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CENTRAL INTELLIGENCE AGENCY 
“Washington, D, C. 


MEGORD GORY 


27 January 1953 
NOTICE oe 
| 25X1A 


| a 25X1A 
4 SUBJECT: Reinstatement of Notice J dated 1 August 1952, 
subject, Personnel Evaluation. « 2 
| | 
25X1A 


The above Notice cancelled by Notice MMM datea 5 ganv- | 
ary 1953, is hereby reinstated until further advice. A copy of 
~ - Notice No, is attached hereto, 


| | 25X1A 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: . 


CAWRENCE R, HOUSTON 
‘Acting Deputy Director 
(Administration) . 


DISTRIBUTION: No. h S § Bes _ ae 


Attachnent: a | _ 


RESTRICTED —— 
‘Security Information. 7 
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: ‘ CENVRAL INTELLIGENCE AGENCY 

i ushington, D. C. 

i 
25x1 A ~. NOTICE , . 

PS 1 August 1952 

| SUBJECT: Personnel Evaluation 
25X1A : 


tes REFERENCE: CIA Regulation QM (Revisca), effective 1 August 1952 
| 1. Purpose | 


This Notice provides guidance and outlines detailed respon- 
sitilities for personnel evaluation. 


@. Definition of Personnel Evaluation | 


a. Personnel evaluation as used in the Central Intelligence 

Agency is the supervisor's considered and judicious appraisal of 

the performance and capebilities of euch individual for whom he is 
immediutely responsible. This evaluation is in terms of the re- | 
quivements of the individual's current position and his potential “3s 
for long-term service with the Agency. I is nota performance or. an ; 
efficiency rating in the sense that individuals are compared on the 
oasis of a predetermined udjectival or numerical scale. : 


tb. The significance of a personne] evaluation lies in the cons- 


gear ters ee action which will be taken to develop and use each indivi- 
dual's avilities and potentialities most effectively. PS 


3. Need tor Evaluation 
». Continuing Day-by-Dsy Evaluation 
A supervisor must be continually aware of the abilities 


“and performance of each person in his organization if he is actively A 
to aid him to develop his skills and abilities. The insight gained 


fon continuing appraisals w.11. enable. the supervisor to stimulate : 
| the productiveness and job confidence of his peopic and 0 Seyeron ! 
teamwork and pride in the. ores mization. ; 

ou. . Recor ding Eve [iis Kone 3 

peat addition to day-by-day guidance, ee is necessary that - 


periodic written reports he peep pared as an essential Stee in 


ones 
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ach individual's career plan. The preparation of these reports 
will serve periodicully to focus the supervisor's attention on the 
actual and potential contributions of cach individual. Through 
> this process the supervisor acquires a systenutic inventory of the 
| human resources within his unit. 


4, Specific Uses of Personnel Mvaluation- 
The uses of personnel evaluation include the following: 


a. I™dentifying each person's ap UEVAGes), knowledges, skills, | 
-and intere sts: 


r, b. Promoting discussions between supervisors and those 
supervised concerning work performance and career deve lopment ; 


c. Increasing individual efficiency by spotting and cor-~ 
: recting specific problems and deficiencies and helping in the 
: development of Gaerne traits; 


d. Serving as a basis for individual aan for carecr . 
development; 


a os e. Identifying outstandi ng se : Ce; 


f. Identifying individuals who fail to perform as effective 
members of the organization; and 


@ Identifying the need for training, reassignment, rotation, a as 
' promotion, demotion, separation and other formal personnel actions. 


oo 4 Dd» Responsibilities for Personnel Evaluation 
. a. Responsibilities of Individuals 


Each individual must understand the responsibilities and. 

-. requirements of his position. This is an inherent condition of | 
employment and imposes a responsibility upon the individual to — . 
discuss with his immediate supervisor any problem or uncertainty 
which obscures his comprehension of his work. This does not mini- 

. mize the responsibility of the supervisor for ensuring that 

those whom he supervises are provided with full information as to. . 

their jobs. A clesr understanding between the supervisor and the -_ 

~ individual is the result.of a reciprocal relationship, and effec- 
tive performance by and. development of the individual proceed from 
the BNO: ‘way coumunt esto! between them. 


SoeeB oe 
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b. Responsibilities or Supervisors 
(1). Inmedinte Supervisor 


The dumedinte supervisor who assigns and reviews 
the work of others bears primary responsibility for evalunting, 
guiding snd developing the potentialities and capabilities of 
those whom he supervises. In order to record his evalustions 
and recommendations, he will prepare Personne! Evaluation 
Reports ss required. 


(2) Reviewing Official 


The superv.sor next in line of authority above. the 
imnediate supervisor is respousible for reviewing Personnel 
Evaluation Reports. He will determine whether they conforn 
to pertinent Agency policy and regulations and will assist 

n the cifective use of the recorded information. He has the 
additional responsibility of ensuring that supervisors under 
his authority are effective in directing, ep aaney evaluating 
und. cee eeu ne thelr personnel. 


Cc. Asewongtaitibiee of OD Cice Career Service Boards 


It is the responsibility of each Office Career Service 

Board an ee plans contained in the Personnel. Evaluation Report 
for the training, assignment, advancement, rotation or promotion of 
each err falling within its jurisdiction and to recommend 
to the Assistant Director or Office head the action that should te 
taken. . 
6. Types of Reports 
&. Initial Reports 

The supervisor will prepare uw Personnel Evelustion Report 
for each individual at the end of his First nine months of service . 
with the Agency, exclusive of time that may have been spent in 
healer status pending full security clearance. Such a report 
Will be made regardicss of the length of time that ‘the individusl 
ups been se his UEC Ee supervision. ; 


Palor Annual Reports 


‘The supervisor will prepare a.Personnel Evaluation Report 


annus, wliy for each individual on. the anniversary of hie entrance on - 
. duty unless a report has, been. made within the three months prior 


i. ee 
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to the anniversary date. When necessary the due date of an annun] 
report will be deferred until the individual hes been under the 
supervisor's jurisdiction for 90 dnys. 


Cc. Special Reports 


when an individual leaves the Agency. This report will inelude the 

supervisor's recommendation concerning his suitability for re- _ : 
employment. Such Special reports shall be attached to. the Personnel — ; 
Action Request form when it is forwarded to the Personnel Office. . 


Special reports also may be made whenever they are “dminis trative Ly 
required. 


ee The supervisor will prepare 2 Personnel Evaluation Report. 


d. Reussignment Reports 


A Personnel Evaluation Report will be prepared for an 

* . individual whenever his supervisor is tO be pormanently changed, ; 
Supervisors who are to be reassigned will prepare reforts for all 2 

persons under their immedinte Jurisdiction. Supervisors will pre- 
é pare reports for Individuals who »re to be ronssigned trow their 

units. In case the immediate sunex visor is not available, such 
; ‘Teassignment reports ‘will be prepared by the person next in line — ; 
who has direct knowledge of ihe individuais's work. The Assistant 
Director (Personnel) or his designated representative muy grant 
temporary excmption from thig requirement to specific orgonizational 
components of the Agency. . 


ts Preparation of Reports (See Flow Chart attached) 


&. Prior to the date an inittel or annual Personnel. Ev-luation 
Report is due, the Personnel Office will notify the Office concerned 
through the official designated by the Office to serve as its 
Evaluations Officer, with responsivility for ndministrative seti- 
vities connected with the personnel evaluation program... The Eval- 
uations Officer will initiate section on Form 37-151 by entering 
the identifying data in Items 1 through 6 on the form and forwarding - : 
it in duplicate to the appropriate supervisor. Specinl reports. muy . 


LA RE EE TERRES GEARS POE ES aR TAT ERECT NAT SPST NT a a CNT 


* be initiated cither by the Personnel Office or by the Office con- 
ae cerned, Reassignment reports will be initiated by the Office concerned. : 
b. The supervisor will furnish the form in duplicate to the ; 
individual concerned who will complete Items 7 through 10. At the ‘ 
, She ..; tame the supervisor transmits the form to the individual, he will ; 
2 a offer his assistance ond. cooperwtion, > 7 
RESTRICTED = . | ee as 
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c. The supervisor will complete Iteme 11 through 16 and 
‘ will exercise ccnsidered judgment in appraising the adequacy 
of the work performed, the qualifications of the individual 
for his position and his potentialities for greater service ‘to 
the Agency. Upon completionoof the evaluation, he will forward 
the form to the appropriate reviewing official. 


ad. Item 17 of the form provides a means for formalizing 
warnings to individuals concerning ineffective performance. If 
it is the supervisor's considered opinion that the individual's 
work contribution has been sufficiently ineffective to require 
adverse action, he will attach to each of the copies of the 
Personnel Evaluation Report a copy of a warning memorandum. If 
the supervisor has not already given the individual such a meno- 
randum, he will prepare one at the time the Report is made, Warning 
memoranda will be coordinated vith the Personnel Office before 
they are given to the individual. When attached to Personnel 
Evaluation Reports, they will serve to alert the Personnel Office 
and appropriate Career Service Boerds to situations requiring special 
attention, | : 


; e. The reviewing officiai will discuss the report with the 
supervisor in order to analyze the results of the evaluation and 
to determine whether additional action should be recommended to 
luprove or vetter ubilize the individuel's skills. The reviewing 
official also should discuss with the immediate supervisor any 
recommendations which would assist the supervisor in carrying out 
his responsibilities in the personnel evaluation process and in 
taking appropriate action based on the evaluation. Upon the con- 
clusion of his review and ufter discussion with the supervisor, 
the reviewing official will sign the form in duplicate and will 
forward Loth copies to the supervisor. 

 & = Within one week after Personnel Evaluation Revort has 
been reviewed by the reviewing official, or as soon thoreafter as 
practicsole the supervisor will interview the individual concerned 
to epprise him of the evaluation and to use ‘the Report as a basis 
for constructive discussion and planning. 

bo. The interview will have on important influence on the 

relationship, between the supervisor and the individual, Therefore, 
the supervisor should adapt his approach specifically to each 
individual and plan the content and sequence of the discussion 
according to the personal relationship existing between them. 


= 2.7 
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c. During tho interview, the supervisor will discuss each 
item of the Report. He should encourige the individual to discuss 
his understanding of his duties and responsibilities in order to 
resolve. any Wisunderstanding of what ts expectad of him. He should 
express recognition of the individual's strengths and work 
achievements, Discussion of ‘specific shortcomings should be 
coupled with constructive Suggestions of menns by which the indi- 
vidual can improve himself with assistance ‘through supervision, 
rotation and training. ‘In this connection, he should enccurage 
the individual to analyze any work,. personal or other situational 
factors which may’ have affected his performance, Before closing 
the interview, the supervisor should summarize the results of the 
discussion emphasizing the course of mutual ection which has been 
developed to advance the individual's effeetiveness with the Agency 


9, Routing of Reports 


a. Upon completion of the discussion with the individual, the 
Supervisor will sign both copies of the Report and submit them to 
the Evaluations Officer. He will retain the duplicate copy and 
forward the Original to the Personnel Division, overt or covert, 
within thirty days of the duc date (the last date covered by the 
evaluation period) except that trial period Reports will be. sub- 
mitted within fifteen days of the due date, The duplicate copy, 
which is retained by the Evaluations Officer, will be made avail- 
able to the Office Career Service Board, 


b. The Personnel Office will review the Personnel Evaluetion 


Report and will consult the Office concerned with respect to any 


action which appears to be necessary or desirable, The original | 
copy of the Personnel Evaluation Report will be filed in the 


individunl's offictal personnel folder. 


c. If an individual's performance is described as unsatisfact: 
by the attachment of a warning memorandum to his annunl Personnel 
Evaluation Report, the fact. will be posted to. his service record 


card by the Transactions and Records Branch of the appropriate 


Personnel. Division, ‘This will make the individual ineligible for 
a periodic pay increase until his next onnual report is made, 
Advisory Appeal Boards appointed and convened in accordance with 
CIA Regulation No. 20-8 will, at the individual's request, re- 
examine .official warning memorands and recommend action. to the 


approprinte officials, 


shies 
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LO. Personnel Evaluation Reports for Field Personnel. 


Personnel Evaluation Reports for individuals who ure serving 
in the field will be prepared and submitted in conformence with the 
principles of this Notice... Procedures adapting this Notice to ficld 
situations vill be established through appropriate instructions. 


25X1A 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
. 25X1A 


L. K. WHITE. 
Acting Deputy Director . 
(Administration) — - 

DISTRIDUTION NO. 4 


Attachments: Flow Chart 
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PERSONNEL EVALUATION REPORT 


_ Flow Chart 
(Initial and Annual Reports) — 


OFFICE 


& Record 
Branch of the appro- 
priate Personnel Divi- 
Sion notifies Office 

when the report is due 


cer 
completes items 1 
thru 6 of PER and 
forwards it to 
immediate supervisor 


Ss 
PER to individual 


_concerned , discussing 
with him Purpose of the 
“| PER 


Supervisor may discuss. 
with Placement Officer. 
If action is taken re 

item 17, He shall coor- 
dinate with Placement — 


Supervisor completes — 
items 11 thru 17 and 
forwards PER to re- 
viewing official (su- 
pervisor next in line) 


Reviewing official re- 
views PER, discusses 
Plans and recommenda- 
tions with supervisor 
a8 necessary and signs 
and returns PER to 
supervisor 


Supervisor holds PER 
pending completion of 
the interview, then 
Signs both copies and 
forwards them to the 
Evaluations Officer 


Evaluations Officer 
forwards original to 
Personnel Office and 
| duplicate to Office 

Career Service Board 


Personnel Office ab- 


formation, plans 
follow-up action and 
files the original as 
@ permanent record in 
the individual's 
official personnel 
folder - 4 


Office Career Sery ce 

‘|Board reviews Plan and 
recommendations for 
&pproval of the Assist- 
ant. Director or Office 
head. 
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completes items 7 
thru 10 of PER and 
returns it to super- 
visor 


Supervisor interviews 
the individual, dis- 
cussing the evaluation, 


‘j|recommendations and 


Plans. If action re 
item 17 is being taken 


-[8o0 informs individual 


and explains his right 
of appeal 


—j>—.. routing of PER 


——-—.— related action 
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CENTRAL INTELLIGENCE AGENCY 


Washington, D. C, 


yey A NOTICE | . ie 30 January 1953 
oe ——) “i. 


SUBJECT: Empleyment Commitments 


Ll. Unauthorized and premature comments made to applicants 

by Agency personnel interested in their employnent have 
occasionally been Interpreted by the applicants as commitments. | 
‘ . As a result of these misunderstan@ings the applicants have 
sometimes incurred personal expenags or made personal changes 
wnich were not subsequently supported by Agency clearances and 
employment. 
i : 25X1A 
&. CIA Regulation WM specifies that employment or 
salary commitments will be made only by CIA officials «sho have . 
been delegated the authority to make such commitments. In order : ! 
that the Agency will not be embarrassed by its inability to 
| fulfill ill-advised or unfounded comiltnents, considerable 
discretion must be exercised in dealing with applicants. Not 
| only must unauthorized commitments be avoided, but great care 
[ must be taken to insure that casual comments are not misunder- 
stood and taken as commitments. 
i : : 
i 
i 
H 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 
7 
| 
eee OF OLren Ie a 
| : ne: | | - WALTER REID WOLF“? | 
| nly St er Deputy Director / Be 
| er ae and ; Bae, BE (Administration) | ee 
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} 
| ‘SUBJECT: 1953 Heart Fund Campaign 


1. The Heart Fund Campaign for this Agency will be 
conducted 1 February through 28 February 1953. 


2, Tne Heart Fund Campaign is the organized effort. to 
combat diseases of the heart which are the leading causes of 
death in the United States. Contributions are used for 
research into the diagnosis, treatment, and prevention of 
} heart disease. Education, both lay and professional, in 
methods of combatting this disease, and conmunity service, 
such as cardiac clinics, job placement of industrial workers 
with heart disease, and coordination of medical, nursing, 

} welfare, and other services, are assisted by these funds. 
Agency members. are urged to contribute to this worthy 
Campaign. | 


3. Contributions may be placed in the plastic hearts 
; distributed throughout the Agency. The Personnel Relations 
ae ed Branches, Personnel Office, have been designated to collect 
and forward your contributions. . 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


WALTER REID WOLF 
Deputy Director 
(Administration) te 


1S pegsanerment mnt nem mr emai 
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placed in plastic "hearts" which will be available in Agency offices. 
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. Spn 28 1953 
MEMORANDUM FOR: Deputy Director (Administration) 


SUBJECT: Proposed CIA Notice announcing the Heart Fund Campaign 


Forwarded herewith is a CIA Notice proposed for the purpose of 


| “publicizing the 1953 Heart Fund Campaign. This. issuance is in conformance 


with Agency policy relative to fund-raising activities as set forth in 
CIA Notice ——, CIA Participation in Annual Fund-raising Campaigns. 


Funds will not be solicited from Agency members, but contributions may be 


295X1A 


W. H. He MORRIS, JR. 
Assistant Director (Personnel) . 
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CENIRAL INTELLIGENCE AGENCY Oye 64 10. Yon 36he/ 


Washington, D. C. 
| 25X1A NOTICE a 28 January 1953 


SUBJECT: Employee Record Files 


: 1. %In the interest of sound personnel administration, uniform 
: Employee Record Files should be established by all components of the 
: Agency. It is proposed that each component which has not already 
f done so, establish visible card files which will make it possible 
: to have readily available information necessary for initiating 
personnel action requests; for recording personnel actions, training 
and qualifications data; and for noting other matters pertinent to 
the employment of the individual which are desired by the operating ; 
office. A standard form Employee Record Card (Form OF 4b) is : 
a available for this purpose. Yo the extent that presently maintained 
Bo: records are considered adequate to meet this cbjective, present 
i forms may be used. It is recommended that the Employee Record 
File be maintained at the administrative level responsible for the 
preparation of personnel action requests, and that only one such 
record be maintained for each staff employee. 


ie To facilitate the maintenance of accurate records, 
operating offices should check their records at least annually we 
against. the Position Inventory Control File in the appropriate 
Personnel Division. Beginning 2 February 1953, the appropriate - 
Persemmel Division (Overt or Covert) will prepare the Form OF 'b 
_ on all new employees entering on duty and transmit it to the 
appropriate operating DELICE for filing. 


3. The Personnel Office will prepare and distribute detailed 
instructions for establishing and maintaining Employee Record Files, OF 
ani will advise and assist operating officials in the development 
or these files. — 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: | ) 
25x1A 


WALTER REID WOLF /* ; 
Deputy Director’ , ee 
(Administration) — er en ad 
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JAN 12 1953 


MEMORANDUM YOR: Deouty Director (Administration) 


» SUBTHCT: '  Bmployee Kecord Tile 


effective personnel administration, the installation of a system of Em~ 

ployee itecord Files is proposed. These are visible card files containing 

information necessary for the initiation of personnel action requests. 

They are also used in recording personnel actions, training and. qualifi- 
cations data, and for noting other matters pertinent to individual em- 
— ployees. 


! 1.- In order. to provide operating offices with a basic record for 
i> 13h 4 


2. <A recent survey revealed that practically all offices have | 
of some sort of employee record. With a few exceptions, however, existing 

4 records are of a make-shift nature. Besides being inadequate, in many 
cases they are cumbersome and expensive to maintain. Conversion to the 
standard form Employee Record Card (Form OF lb, attached) will not only 
standardize operating office record-keeping, but will provide such 
offices with concise records which will pacts the carrying out of 
their personnel responsibilities. 


3. The attached proposal has been discussed with representatives 
of the Office of Training, the Office of Communications, the Special 
Assistant (Administration), DD/I, the CAO, DD/P and the O&M Service, and: 


has their approval. Some offices are already establishing this system 
on a voluntery basis. en? a 


l.. .Approval of the attached proposed Agency Notice is recommended. 


25X1A 


W. H. H. MORRIS, JR. ee 
Assistant Director (Personnel) ; a eee 


Attachments: ne Sed . a 
Proposed CIA Notice - Installation of nployee Record Files BG See ee. 
Form OF-lib (Employee Record Card) . ee ee 
Standard Form 7d (Position Identification strip) ae ae 
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\ 
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STANDARD FORM 7D 
PRESCRIBED JULY 1949 


PRESCTIBED JULY 1989 oy POSITION IDENTIFICATION STRIP 
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CHAPTER R1 : 10—50352-1 @Po 
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boas, TRAINING, SKILLS, AND EDUCATION, se ae ba 


213, EFFICIENCY RATINGS 


. COURSE 


ie eee oa M4 OIN-SERVICE TRAINING 0 0 


REMARKS 


12. RACE * 


TEL, CHANGE 


_S.:MARITAL STATUS" '* |'9; CSC-STATUS..- 


“TEL. NO. 


5, DATE OF BIRTH 
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2. POSITION TITLE io 


| 3..GRADE AND SALARY OR GROUP.” 
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i .  CENYRAL INTELLIGENCH AGENCY Eee , a oti yeas 

| Washington, D. C. wt trad Fe 

i. CARD COPY . 

: aie NOVICE REECE . 15 January 1953 
_——-28XtA == | | 
| «SUBJECT: 1953 March of Dimes Campaign 
| . | 1. The 1953 March of Dimes Campaign will ve 7 


conducted 19 through 30 January 1953. 


2. The March of Dimes is the organized fight 
. ogainst Infantile Paralysis. Contributions are used 
; for the treatment and rehabilitation of those 
arflicted with this disease and for research into 
the cause and transmission of it. Agency menibers 
are urged to contribute to this worthy Campaign. 


3.. Contributions may be placed in the 
miniature iron lungs distributed throughout the 
Agency. The Personnel Reletiuns Branches, Personnel 
Office, have been designated to collect and forward 
your contributions. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Pot mae oe Se ee nn RO ee er pe EY eer 


29X1A 


WALTER RETD WO o 
Deputy Director 
(Administration) 
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9 aoe 1953 


MEMORANDUM FOR: Deputy Director (Administration) 


' SUBJECT: - Proposed CIA Notice announcing the March of 
Dimes Campaign 


_ Forwarded herewith is a CIA Notice proposed for the purpose 
of publicizing the 1953 March of Dimes Campaign. This issuance 


is in conformance with Agency policy relative to fund raising 


: activities as set forth in CIA Notice [MMMM cra Partici- Pipe 
: pation in Annual Fund-raising Campaigns. Funds will not be 

: solicited from Agency members, but contributions may be placed in 
miniature iron lungs which will be available in Agency offices. 

| O5X1A 


« MORRIS, ‘JR. 
heatwtaae Director (Personnel) 


Attachment _ 


A betisnliioiel anne Wrage en erate Sta ay OE CEE SAW BUPA REI EAHA TIN at AR SN AIA Yr tem Rar pr oan snamee scot geetge, SNe NNN RSA EAI Nk PRN AAI ERR ASRS BS ERTS EMI R, MAES 


25X1C 
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110001-1 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110001-1 


re im, * y F ue 1 vit 
1p | i? ee 


Approved For Release 2001/09/03 : CIA-RDP81-00728R000100110001-1 RECORD Cory 


: 7 x ae Abe cared 1 TP 6 F : 
: Aik re 
CENTRAL INTELLIGENCE AGENCY 
i Washington, D. C. 
| | RECORD GURY = | | 7 
ae NOTICE j | 14 January 1.953. i | 
| 25X1A y 1953 | | 
| , , | 
SUBJECT: Inauguration Holiday . b B24 
i st 
7 a. 
| | 
Inauguration Day, 20 January 1953, is designated 4 
by existing legislation as a legal holiday for Federal — as 
employees in the District of Columbia and surrounding 
counties, Accordingly, headquarters personnel in the : 
7 Washington area will be excused from duty on Tuesday, 
20 January, without charge to annual leave. Only such _ 
i employees as are necessary for the maintenance of _ re 
essential operations shall be required to remain on. : 
duty. : _ 
! | 7 
| FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 
| 25X1A : 
i H 
i | 
\ : 
h : 
: | 
| , WALTER REID WoLR/” 
oe en 4, | - % ~ Deputy Director 
| (Administration) 
| | 
| 
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. -s GRNTRAL INTELLIGENCE AGENCY 
; Washington, D.C. 


| | “NOTICE — ReCRD CORE au January 1953 - 
ree | Cd ? aias oe oa 


SUBJECT: Hed Cross Blood Donations =~ ‘a 


i 1. ‘The wholehearted participation of Agency 

: : personnel in the Red Cross Blood Campaigns over the 
i past two years reflects great credit on them as well 
as upon the entire Agency. It is appropriate that 

' CIA, an Agency vital to national defense, should» 

' | mad intein a fine record in this activity. 


2. The need for blood is critical. The Red Cross 
Bloodmobile has been invited to visit us as often as 
possible during the coming year, and publicity willbe 

_ @iven to the visits so that all who wish to do so may 
participate. I also urge those of you who can do so to 
make arrangements with the Red Cross for other blood 
contributions. 


| 
| 25X1A 
t 
% 
” 
| 
| 
| WALTER B, SMITH i 
| Director cae ’ 
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MEMORANDUM FOR: Deputy Director (Administration) 
SUBJECT: Red Cross Blood Donations 


Recommend the attached CIA Notice be published as a means of con- 
7 veying the Directar's interest. in the Red Cross blood campaign. We ie. | 
‘a anticipate a visit by the Bloodmobile during February. We shall pre- 
Pare a eee Notice sufficiently in.advance far all to be informed. 


25X1A 


We He He MORRIS, JR. 
Assistant Director (Personnel ) 
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far Meee NOTICE 7 | : 13 January 195 53 


oo 


SUBJECT: Advances to Employees fur Personal #xpenditures 


: ve 1. ‘The advance of Agancy funds to stot to meet 

Fe / personal obligations is srohibited by law. Funds are ; : 
;  &ppropriated or made available to CIA only for official ; 

| expenditures necessary to the uccomplishment of CIA missions. , - 

| Officers or employees permitting improper use of Agency funds 

| may be held personally Liable, _ 

| 

{ 


I 

} 

3. Personal loans may be obtained by officers and . 
employees located in the United States, and on a limited A 4 
basis by officers and employees at overseas locations, by 

application to the Credit Union. Procedures are heing 

| initiated to extend complete facilities of the Credit: Union 

to all overseas installations, 


- FOR THE DIRECTOR OF CENTRAL. INTELLIGENCE; 
5B ae 25X1A 


| a “WALTER REID wojdt ~ 
: Deputy Directdr 
ae (Administration) 
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4. The contents of paragraphs 5 ami=G of the submitted draft are. 
_ already spelled out in Section 11.0. of the Confidential Funds Regulations. 
_ We believe the notice should not do more than to call attention to the 
| 4? fact that advances are to be authorized only in strict accordance with 
f the provisions of that regulation. 
| _ 5. We have no comments with respect to paragraph t of the submitted : 
25X1A. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


NOTICE ; 2 ry 1S 
25X1A | . 13 January 1953 
SUBJECT: Ninth Agency Orientation Course 
25X1A REVERENCE: CIA Reguletion 


1. The Office of Training will conduct the Ninth Agency 
Orientation Course on Tuesday, Wednesday, Thursday, and Friday, 
LO through 13 February 1953, from Q9CO to 1200 hours each morning. i 
“The Couvse will be held in the Department of Agriculture Auditorium 
; (Pirth Wing, South Agriculture Building, Independence Avenue near . 
Iith Street). CIA badges must ve shown to gain entrance to the 
Auditorium. Printed programs of the Course will be sent to each » 8 
Gofice for distribution to versonnel nominated to attend. - 3 

&. In accordance with CIA Regulation ME (5 September 1952), eons 
the following policy governs attendance at the Agency Orientation 
Courses: , 


| ; 
@. All CIA personnel, Grades GS-5 and above, who have : 
. not attended any previous Agency Orientation Course, are 

| required to attend one af these quarterly courses. 


b. The priority in filling quotas will be determined 
: by length of service with the Agency. Office heads are 

directed to make their personnel available for one of the 
Orientation Courses within two years of their entrance on 
duty. 


ce. The Office of Training will assign a quota to each 
Office. Scheduling of personnel will be carried out by the 
Training Liaison Officers designated by the various Office 
heads, with the help of the Chief, Orientation and Briefing 
Division, Office of Training, acting for the Director of 
Training, 


3. No arrangements can be made for those attending the Course 
to park in the vicinity of the South Agriculture Buildins, Special 
Capital Transit chartered busses, therefore, will leave at 0830 : 
hours each morning from: 


J 
i 
i 
| 
} 
j 
+ 
| a. The "loop" at the north end of "M" Building to : 
; transport those persons whose offices cre located in North, : 
a shee ; Central, South, Administration, "M", "Q", Riverside, and : 
| ; adjacent buildings, . 
j 
{ 
i 
(. 
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CONFIDENTIAL | 
Security Information 


i me » ea bd. Gate 9 in the rear of "K" Building to transport 
ae _ those persons whose offices are located in Mie ge de 
| . : "L!"', and adjacent buildings. 
ae _¢. Quarters "I" to transport those persons whose 
oe ee offices are located in that general area, : 
é j 

| | ie The busses will make .a return trip to these three points . 

: : at noontime, 

: . | | - A 
; FOR THE DIRECTOR OF CENTRAL INTELLIGENCER: : 
25X1A 

| i ; 

| 

{ { i 


Deputy Directdr 
(Administration) 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


NOTICE 12 January 1953 


SUBJECT; Indebtedness of Agency Personnel 


1. The personal affairs of personnel are private and of no 
concern to the Agency unless of such a nature or conducted in 
such a manner as to affect their general reputation and suitability 
for employment. Although the Agency can not and will not act as a 
collection agent for any creditor outside of the Government, 
excessive claims or inquiries in connection with personal debts 
must necessarily reflect on the individual concerned, Such claims. 
or inquiries are sent to the Personnel Office, which, in turn, 
informs the individual concerned through his supervisor. The 
Agency will take action where there is indication of indebtedness 
to the Federal Government and will cooperate with State and Local 
Governments which assert claims against Agency personnel, 


2. Although supervisors or employees may call on the Personnel 
Office for advice or assistance in connection with personal indebted- 
ness or other affairs, it is assumed that each employee will so 
conduct his private life and personal affairs as to insure that they 
never come to the official attention of the Agency. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


29X1A 


n WAL TD WOLF 
Deputy Director 
(Administration) 


DISTRIBUTION NO. 5 


RESTRICTED 
Security Information 


* oy 


i ‘gare Sea : Faalaed nam ‘ , E: ti Regist 
ae | RESTRICTED = genie ei 
: . Approved For Release 2001/09/03 : GhuRIPPS4-46728R000100110001-1 


MEMORANDUM TO: Deputy Director (Administration) 
eo SUBJECT: = Proposed Notice on Indebtedness of Agency Personnel 


1. ‘The attached Agency Notice is proposed to standardize pro- 
: cedures in respect to handling cases of employee indebtedness, It 
is considered that the Agency should avoid participating in collection 


procedures on debts. At the same time employees should be made aware 
é that this Agency, especially, cannot countenance continued refusal to 
| a pay just debts. 


| ‘ . 2. Approval of the proposed Agency Notice is recommended. 


25X1A 
| ; We He He MORRIS, JR. 
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MEMORANDUM FoR: 


| : _ SUBJECT: Proposed Notice on Indebtedness of Arency | 


: 1. An employee's personal or business debts are his ow os 
Be business unless they'are of such nature or mmber as to effect 4 
“! Bie ce i | 
fs his general reputation ‘and his suitability for employment. The : 


Agency cannot and will not. act as a collection agent for any 


creditor outside the Government. Claims or inquiries in connection 
with such debts will be sent to the Personnel Office, which, in 
turn, will inform the individual ‘concerned through his supervisor. 


Also supervisors or employees may dali on the Personnel Office for 


advice or assistance in connection with their personal indebtedness. 


5 We . 
@. The Agency will take action where there is indication of 
% 


mn 
y 


indebtedness to the Federal Government and it will cooperate with 


state and local governments which assert claims against Agency 


employees. 
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_ SFe2 
te SF3A 
. SF7 
SF 7D 
SF1). 
SF1) 
SF19 
SF22 
SP23 
SF2l, 
SP25 
SF25h. 
SF26 
SF27 
SF27A 
~SF27E 
SF26 
SF30 
SF31 
SF32 
SF33 
ST3 4 
SF35 
SF36 
SF39 | 
i SFO 
SFLU. 
:  SFSO 
i SF52 
 SFS7 
Pa SF56 
SF61 
SF63 
i: SF6L 
; SF6) 
SFEE 


SF71 
SF75 
SF75A 
SF78 
SFB8 
SFE” 
SF9O1 
0) 
SF 103 
~SF105 | 


 SF113 
_ SFA 
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TET Gy 


real Estate Lease 

Schedule of Obligations (Green) 
Service Hecord Card 

Positicn Identification Strip 
Telegram, Size 8x 7 

Telegram, Size 8x 103 

Bond: of Indemnity - Advance 
Instructions to Bidders 
Construction Contract 

Bid Bend 

Performance Bond 

Payment Bond. 

Award (Supply Contract) 
Performance Bond - Corperate Co-Surety 
Fayment Bond - Corporate Co-Surety 
Corporate Co-Surety Continuation Sheet 
Affidavit of Individual Surety 
Invitation & Pid (Supply Contract) 
Schedule (Supply Contract) Rar 
General Provisions 
Invitation, Bid & Award 

Annual Bid Bond 

Annual Performance Bond 

Supply Centract Continuation Sheet 
Hequest for Certificaticn 

Contract for Telephone Service 


U. S. Government Purchase Order, Invoice and Voucher 


Notification of Personnel Action 
Réquest for Personnel Action, Plue 
Application for Federal timployment 
uxpérience & Qualification Sheet 
Appointments Affidavits 
Memorandum of Call 

Office Memorandum (White) 

Office Memorandum (Blue) 


Inquiry itegarding Status, Veteran Preference &/or 


Service 
Application fer Leave 
Position Description 
Guide for Writing Position Descriptions 
Certificate of Medical Examination 
Report of Medical Examination. 
Report of Medical History 


Operators Report of Motor Vehicle Acciden 


Report of Investigating Officer 
Application for Service Credit 


Certificate of Membership in the U.S, Civil 


Service Hetirement System 


Monthly Report of Federal Civilian imployment 
| Quarterly heport of Federal Civilian limplceyment - 
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. FORM NO, TITLE 
SF1L9 Contractor's Statement of Contingent. or other 
. Fecs for Soliciting or Securing Contract 
SrL2¢A Rond Issuance Schedule - Continuation Sheet 
SPL Statement of Previous Federal & Military Service 

SF150 Standardized Government Travel Regulations 

SFSLLA ‘Urinalysis, 2 Fart, Yellow 
SFSLUR Hematology, 2 Part, Cherry 
SESLLC Serolopy, 2 Part, Printed Brown Ink on Pink Bond 
SFSLLC Surology, 2 Part, Carbon Inturlcaved 

SFSLUD Flood Chemistry, Cherry 

: SFS19A Radiographic Keports 2-Part 

: oF1G12 Voucher for Per Diem and/or Keimbursement of 

: . Hxpenses Incident to Official Travel 

- SFLOL2A Voucher for Per Diem, Memo 
SFLOL2P Voucher for Per Diem, Continuation Sheet _ 
SFLOLES Voucher for Per Diem, Memo of Continuation Sheet 
OF LOLZD Receipt Lor Cash ~ Subvoucher 
SPIO, General Ledger | 
SPIOLSA Allotment Ledger, White 

SF1015! allotment Ledger, White 

i SF1016 Distribution Ledger 

: SELOL7G Journal Voucher 

SF 103 }) Public Voucher for Purchase and Service 

SFLO3 UA Fublic Voucher, Ycllow 

SP1035 Public Voucher, Continuation Sheet 

SF 1036 Statement and Certificate of Awerd 

SFLO36 | fpplication & Account for Advance of Funds 

SF104h = Schedule of Collections 

SF10h6 Schedule of Transfers - Special Deposits 

—  $¥10)8 Vouchers for Kefunds, Memo, Yellow 

SF 1019 Voucher for Refunds, White 

SF 1050 Veucher for itcfunds Copy Memo : 

SF 1055 Claim Against the U..S. for Amounts Due in the Case 

| of a BDecedent 

SF1067 Public Voucher for Transportation of Passengers 


SFLOG 7A Public Voucher, Yellow 
SF 10672 Public Veucher 
SF1067¢ Public Voucher, Memo, Yellow - 


SFPLOE9 Voucher for Allowances at Forcign Posts of Duty 
— SPLOEIA Voucher for Allowances, Memo, Yellow 

SF1070 Schedule of tetirement and Disability Fund Credits 
SF1060 Voucher for Transfers 
SF1OSOA Voucher for Transfers Memo, Yellow 
. SF LOBOF Voucher for Transfers, (Collection), Blue | 
SF 1LOEOC Voucher for Transfers, (Collection) , Green: 
: SF1l0O6L —s- Schedule of Voucher of Withdrewals and Credits 
| SF1096 © Schedule of Voucher Deductions . 
; SF 1097 idjustment Voucher te Effect Correction of EBPfors 
SF1097: Adjustment Voucher, Memo, Yellow 
; SF1098 Schedule of Cancelled Checks 7 
SF1103A «U.S, Government Bill of Lading, Yellow 
SPll0h so. &. Government Bill of Lading Shipping. Order. 
| > 
i | : | 
; “RGSTRICTED 
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TITLE 


on 


SF1105 U.S. Government Way-Bi11 
SF1106 U. S. Government Way-Bill Carrier's Copy 
SF1LOE Certificate in Lieu of Lost U. S. Government Bill 
of Lading = Original 
SP11084 Certificate in Lieu of Lost U. 8. Government Bill 
of Lading, Memo Yellow 
SF1113 Public Voucher for Transportation Charges 
SFLLI3A Public Voucher for Transportation Charges, Memo, Yellow 
SF1116 Statement of General Accounts Balance 
SFILL7 Schedule of Balances Showing Status of Appropriations 
d SP1Le54 Pay Roll Certification Control 
: SI1126 Pay Roll Change Slip, Payroll Copy 
; SP 1126 Pay itoll Change Slip - 5 Part 
? SF1126 Pay ltoll Change Slip - 5 Part (CIA) 
S¥1128 Pay Roll for Personal Services 
. SF1128A Pay Roll for Personal Services, Memo, Yellow 
SF1129 Voucher for Petty Purchases 
: SPFL1L29A Voucher for Petty Purchases, Memo 
i SF1130 Time and Attendance Report 
: SF1136 Time and Attendance Report (Long Form) 
: SF1137 Leave Record 
SF1150 Record of Leave. Data Transferred 
i SF1152 Designation of Beneficiary 
SF1153 Claim of Designated Beneficiary and/or Surviving 
f Spouse - Unpaid Compensation. of Deceased 
; | Civilian Employee 
i SF115l, Public Voucher - Unpaid Compensation Due a 
; Deceased Civilian Employee 
t SP115hA Public Voucher - Memo of the SF1L5), 
7 SP1155 Claim for Unpaid Compensetion of Deceased Civilian 
; Employee = No Designated Beneficiary or Surviving 
i Spouse . 
SF1L16éL, Claim for keimbursement fur Taxicab ixpenses 
SF1165 Receipt for Cash Sunvoucher 
SF1166 Voucher and Schedule of Payments - Original 
SF11LE6A Voucher & Schedule of Payment, Memo, Yellow 
i S¥1167 Voucher & Schedule of Payments - Continuation 
Sheet, White 
: SF1167A Voucher & Schedule of Payment -- Continuation 
E | | Sheet, Yellow 

SF2602 Application for Hefund of Retirement Deductions 
2 SF2805 Request for Reccvery of Debt Due the United States - 

a | Civil Service Retirement System : 

_ SF2806 Individual Ketirement Record 
: SF2607 Register of Separations and Transfers 
é SF2807-2 Annual Summary of Hetirement Fund Transactions : 
i SF2808 Designation of Beneficiary, Change, Revocation - : 
i of Beneficiary | . : 
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a CS le Proof uf ltcsidunce 

p — 82390 Pingerprint Card 

a CS 2606~3 wotlee of Correction of Individual Hetirement iecord 
CS 2807-1 Register of adjustments 
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; dtersury Department Forms 
. W-2 Withholding S$ tatemert ‘ 
Wel Employee's Withholding Exemption Certificate . 
TDL? fend Tssuence Schedule - United States Savings 
, Ronds = Series _ 
; TD-225h Individual Authorization Card and Record of Pay Roll 
7 Allotments 
ue TN-E5£4 Power of Attormey by Individual for the Collection of : 
i Checks Drawn on the Treasurer of the United States -_ 
: Department of Defense Forms 
e DD-278 Mail Control neecrd 
re WD-)3 Individual Earmings lecerd a 
é WD-lik Pay noll for Yersonal Services (Civilian Kmployees) | 
wD-hhys. Pay doll. for Personal Services - Continuation Sheet : 
Q WD=CO-17 = kequisiticn for Publications and Blank Forms : 
i WDO-SG0-HU5 Hequisition 


: WD-2.CO-li5i. tuquisition, Continuation Sheet 

i WD~/.G0-])50- 
li. Army Shipping Document 

WD=:G0~1)50- 

: 1ha Army Shipping Document - Continuaticn Sheet . 

; WD-G0-L50- 


LF Army Shipping Decument ; 
: WD~.G0-))50~ | 
i : LiF Army Shipping Deeument - Continuation Sheet 
: General Services Administration Forms : 
4 : Teena 90 ee CRRe Re ee SC RE tnt ARIE nt haere nn lt a 


i OF-)i8 kmployes record Gard 
OF-7 .. Property Pass - General Services Administration - Pad 


Government Printing Office Forms 


K2390 Order for Standard Forms or Supplies 
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‘ : Rurcau_of iimployves' Compensation Forns : 
9 CAq1 Employees! Notice of Injury or Occupational Disease jets ae 
: CA-16 ' Request for Treatment of Injury under the u. S. : 
. Emplcyee's Compensation Act when Cause of Injury : 
| is in Doubt : . : | 
. CL.-17 Request for Treatment of Injury under the U. S.: : 
: Employee's Compensetion Act when Cause of Injury ; 
4 is in Doubt | | 
f Public Health Service Forms 
i PHS~731 International Certificate cf Inoculation and | | 
ey ; Vaceination. | 
' | | 
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SECRET 
Security Information 


CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


KOTTOR RECORD COPY —-§ ganuary 1953 


SUBJECT: Changes in CIA Regulations 


vor your guidance in maintaining manuals of CIA 
Resulations, the following list gives the Regulations 
published during the period 1 December 1952 through 
31. December 1952, 


TITLE PAGES DATE: 
Promotions and tate 3 Dee 1952 
Decorations for 

Military Personnel 

Assigned to CIA 

Travel st 3 Dee 1952 
Transportation L- 7 21 Nov 1952 


Coutrol. of Code 1 - 5. 26 Nov 1952 
Designations 


Chief, 0 & M Service 


DISTRIBUTION NO. 3 


SECRET : 
Security Information 
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